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Welcome to the Manager Self Service (MSS) Course

To start the course, click on the Next button below

 



 

Course Objectives     

This course provides you with the terms, concepts, knowledge, and
skills associated with using the Manager Self Service (MSS) part of 
the BEACON system.

Upon completion of this course, you should be able to:

Log on and navigate Manager Self Service (MSS)
View employee information
View the Reminder of Dates service
Find help working with MSS 

If you are a manager who approves leave time and time sheets or 
supervises shift employees, you should be able to:

Review and approve leave requests 
Review and approve time sheets 
Create and maintain shift substitutions

Course Duration: 1.5 Hours

 

 



 

Prerequisites     

The prerequisites for this course are these online courses:

Employee Self Service Introduction (ES 200)
Time Entry (ES 210)

If you have not yet taken those courses, go to BEACON University 
to learn how to complete them. 

BEACON University:

http://www.beacon.nc.gov/training/index.html 
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Before You Begin     

This self-paced course includes interactive elements that contribute to your knowledge
acquisition. These elements can include:

Knowledge checks 
Interactive activities 

Pages with interactions include a mouse icon  to identify an interaction on the page.
Instructions appear next to the icon that tell you what action to take. 

This course has been optimized for the Internet Explorer (IE) browser and a screen 
resolution of 1024 by 768.  Refer to the BEACON Library for instructions on how to
change your monitor settings. For the best learning experience, verify that you are
viewing this course in IE 6 or above at 1024 by 768 screen resolution. Additionally, 
the best way to view this course is in full screen mode.  Increase your browser
window to full screen size if it is not already by using the F11 key on your keyboard. 
Press the F11 key again to return to regular view for printing or other standard 
functions. If your F11 key does not function this way, go to View on the IE tool bar 
and select Full Screen. To get back to regular view, move your mouse pointer to the
top of the screen until the top of the browser window reappears and select the
restore icon at the top right of the browser window.

In this section, you should learn more about these interactive elements. 
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Knowledge Check  

The knowledge check screen is a quick quiz that helps reinforce the
key points you’ve just learned.

When you answer a knowledge check question, you receive 
immediate feedback (and the correct answer if you picked the wrong 
response). 

These knowledge checks are not graded or scored; they serve only 
to provide you with a self-assessment.
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One Last Word  

We recommend that you complete the modules in the order in
which they are listed on the home page because each module 
builds upon information that is presented in earlier modules.

We also recommend that you plan on taking the training when
you will have minimal interruptions and a quiet environment. 
Often, first thing in the morning or lunchtime are quiet times.
Other learners prefer to take the training after hours. You can
choose to access the training from your home PC.

You’re ready to begin!

 



 

Course Lessons  

The Manager Self Service course is divided into six lessons. 
Three are for all managers, and three are for managers who 
approve hours and leave time for employees or supervise shift 
workers.

To go to a specific lesson, click its button, otherwise, click the Next
button below to begin Lesson 1.

For all managers:

 
Lesson 1: MSS Overview

Lesson 2: My Team

Lesson 3: Finding Help

 

For managers who approve hours, leave time, or supervise shift 
employees:

Lesson 4: Approving Leave Requests

Lesson 5: Approving Time Sheets

Lesson 6: Creating Shift Substitutions

 

 



 

Lesson 1: MSS Overview     

When you complete the MSS Overview lesson, you should be able
to: 

Log on and navigate Manager Self Service (MSS), part of the 
BEACON system
Navigate the Universal Worklist
View the Reminder of Dates service 



 

MSS Overview Lesson 1            

What is MSS?

Manager Self Service (MSS), or My Staff, is part of the BEACON 
system and provides a single access point for managers to find 
employee information and to perform managerial tasks.  

MSS users must be designated as a Line Supervisor (B 002) in the 
organizational structure to access MSS My Staff functions. 

NOTE: Your screen may look slightly different depending 
on your work responsibilities.



 

How do I get to MSS? Lesson 1            

To log on to BEACON, go to:

https://mybeacon.nc.gov

 

Log in using your NCID and password.

Click My Staff (MSS).

 



 

Universal Worklist Lesson 1            

The Overview page displays the Detailed Navigation list on the left and Universal Worklist on the right.

 



Detailed Navigation Lesson 1            
 
As you see under Detailed Navigation, there are two main parts of MSS. 
 

My Work Overview, which includes the Universal Worklist  
My Team  

 
To view detailed information within the My Team category, expand the folder to the 
next level by clicking the node next to the folder. 
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Universal Worklist Tabs Lesson 1            

The Universal Worklist has four tabs that 
organize information - Tasks, Alerts, 
Notifications and Tracking.

Tasks -- If you are a manager who approves 
leave requests, requests awaiting your 
approval display on this page. 

This topic is covered in Lesson 4 -- Approving 
Leave Requests. 

NOTE: The Alerts, Notifications and Tracking tabs are for 
future use and are not activated at this time.



 

Reminder of Dates Lesson 1            

Reminder of Dates - This tool is found at the very bottom of the Universal Worklist.

 



 

Reminder of Dates Lesson 1            

Reminder of Dates, found at the very bottom of the 
Universal Worklist, is a useful feature. 

You can use it to monitor upcoming important dates and 
deadlines for your employees.

The reminder will alert you of such events as Training,
Credential Checks, and Returns from LOA (Leaves of
Absence). Your employees’ birthdays are also included.

The reminders originate from the employees’ master
records. You do not add your own dates.



 

Reminder of Dates Lesson 1            

To view the details of a particular event, click the event.

 

Click the highlighted event to view its details.



 

Reminder of Dates Lesson 1            

A Monitoring of Tasks page displays.



 

Exiting MSS Lesson 1            

When you are finished using MSS, it is very important
to exit the application by either:

logging off

or
 
clicking the X to close the browser window



 

MSS Overview Lesson 1            

You have now completed Lesson 1, MSS Overview. 
You should have learned how to: 

Log on and navigate Manager Self Service (MSS), 
part of the BEACON system 
Navigate the Universal Worklist 
View the Reminder of Dates service 

Click Next to go to Lesson 2, My Team



 

Lesson 2: My Team     

This lesson shows you the various elements of 
working with the My Team function of MSS.

Upon completion of this lesson, you should be 
able to: 

Identify the elements of the Employee 
Information screen
Understand the Team Calendar



 

Employee Information Lesson 2           

Expand the folders to navigate to the General Information page by clicking the triangle next to the My Team folder. This page enables
you to find basic information about your employees. 

Employee Search
General Data
Monitoring of Tasks
Company Property



 

Employee Information Lesson 2           

The main elements of the Employee 
Information Screen are:

Employee Search
General Data
Monitoring of Tasks
Company Property 

 



 

Employee Information Lesson 2               

Employee Search

This section displays a list of your direct reporting 
employees. When you click an employee's name, 
the lower part of the screen displays the 
employee's data.



 

Employee Information Lesson 2               

General Data

This section provides you with an overview of the 
selected employee's master data, organizational 
data and contact information.



 

Employee Information Lesson 2               

Monitoring of Tasks

This section displays dates, reminders and tasks 
for the selected employee, such as return from 
short-term disability or credential verification.



 

Employee Information Lesson 2               

Company Property

This section displays the State objects, such as a 
computer, ID badge and keys, on loan for the 
selected employee.

NOTE: Updates to Company Property must be performed 
by your local HR Administrator.



 

Team Calendar Lesson 2               

Another useful tool in My Team is the Team 
Calendar.

The Team Calendar displays scheduled 
absences and pending leave requests for 
your employees for the current month. You 
can display other months as well.



 

Team Calendar Lesson 2               

To find the Team Calendar, go to My Team, Employee 
Working Times, and then Team Calendar.



 

Team Calendar Lesson 2               

The Team Calendar uses a color code to represent absences.

Roll over the colored blocks to learn more about each code.
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Knowledge Check Lesson 2           

 

True or False

You can enter your own dates in the Reminder of Dates service to
help you remember employment events.

 True

 False

Submit    Reset

 Using your mouse, select the correct answer, then click the Submit button.

 



 

My Team Overview Lesson 2            

You have now completed Lesson 2, My Team. You 
should have learned how to: 

View employee information
View the team calendar

Click Next to go to Lesson 3, Finding Help



 

Lesson 3: Finding Help     

This lesson shows you how to find help with MSS.

Upon completion of this lesson, you should be 
able to:

Find the resources available when you have 
questions about MSS



 

Finding Help Lesson 3           

There are a variety of resources to help you to use Manager Self Service (MSS) in the BEACON portal.



Finding Help Lesson 3           
If you need help using Manager Self Service (MSS) in BEACON, feel free to use these resources: 

For general ESS/MSS questions and questions about benefits and pay, contact your local agency HR benefits representative. 

 

For questions about the how to use MSS, contact BEST * Shared Services: 

Phone, Raleigh Area: 919-707-0707 
 

Phone, Statewide: 866-NCBEST4U (866-622-3784)  

E-mail: best@ncosc.net  

*BEST stands for BEACON Enterprise Support Team
Also:  

BEACON University http://www.beacon.nc.gov (Click “Training.”) Job Aids: http://help.mybeacon.nc.gov/beaconhelp 
 

Manager Self Service (MSS) Guide includes Time Entry section. This is a PDF document that allows you to print the complete 
guide: http://www.beacon.nc.gov/training/library/MS200JobAid.pdf 
Leave Administration Quick Reference Guide:  
http://help.mybeacon.nc.gov/beaconhelp/Human_Resources/Time/Job_%20Aids/pdf_Leave_Admin_Guide%
20QRC_082108.pdf 

TIP: Print this page so you have the information readily available. 
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Finding Help Lesson 3           

For managers who approve hours and leave time for
employees, there is a Time Administration Quick 
Reference Guide that can be printed.

It includes:

Attendance/Absence Types
Minutes/Decimals Conversion for Time Entry
Transaction Codes
Leave Hierarchy

If you have time entry questions ask your Time 
Administrator.

Click to view the full Time Administration Quick Reference Guide

http://help.mybeacon.nc.gov/beaconhelp/Human_Resources/Time/Job_%20Aids/pdf_Time_Admin_QRC%20V2_022708.pdf
http://help.mybeacon.nc.gov/beaconhelp/Human_Resources/Time/Job_%20Aids/pdf_Time_Admin_QRC%20V2_022708.pdf


 

Finding Help Lesson 3           

You have completed the Finding Help lesson.

You should now be able to:

Find the resources to help you when you have 
questions about MSS

Click Next



 

Finding Help Lesson 3           

There are three remaining lessons.

If you are a manager who approves employee leave and time sheets, click Lesson 4 to continue and then complete Lesson 5.

If you do not need to complete lessons 4 or 5 but supervise shift employees, click Lesson 6 to continue.

 
Lesson 4: Approving Leave Requests

Lesson 5: Approving Time Sheets

Lesson 6: Creating Shift Substitutions

 

If you do not approve employee leave requests and time sheets or supervise shift employees, click the 
Complete the Course button below.

Complete the Course



 

Lesson 4: Approving Leave Requests     

Upon completion of the Approving Leave 
Requests lesson, you should be able to:

Approve leave requests from your 
employees using MSS



 

Approving Leave Requests     Lesson 4            

When you click My Work Overview in MSS, the 
Universal Worklist displays. 

As your employees request a leave of absence 
using Employee Self Service (ESS), their 
requests display in the Tasks section of your 
Universal Worklist. 

When you select a task, the details display at the 
bottom of the page. 



 

Approving Leave Requests     Lesson 4            

Another way to access pending leave requests is
from the Detailed Navigation pane. 

In the next exercise, you will complete the steps 
to approve a leave request.



 

Approving Leave Requests     Lesson 4            

In the Universal Worklist, you see 
that your employee, Lily, has submitted 
two leave requests. 

Select the first request.

 



 

Approving Leave Requests     Lesson 4            

The Display and Edit page displays, 
listing both leave requests. 

Notice that there are no action buttons 
at the bottom. The buttons display 
after you identify which leave request 
you want to process. 

Click the first request now.

 



 

Approving Leave Requests     Lesson 4            

Details of the leave request display on
the bottom of the same page for your 
review. 

Click the Approve button now.

 



 

Approving Leave Requests     Lesson 4            

The Review and Send page displays. 

On this page, you can enter any notes 
that you may want to send to your 
employee concerning the leave. 

Click the Review button now.

 



 

Approving Leave Requests     Lesson 4            

The page at the right displays.

Click the Approve Request
button now.

 



 

Approving Leave Requests     Lesson 4            

The Completed page displays with a
confirmation message that you have 
approved the request. 

Lily will receive notification in ESS that you 
approved the leave request. 

To approve Lily’s second request, you
would close the window and return to the
Universal Worklist to repeat the process.

NOTES: 
To reject a leave request, you would follow the same 
process but select the reject buttons.

If an employee fails to complete a leave request, you may
approve the submitted leave on the time sheet without 
prior approval through BEACON. For example, your
employee may have told you or e-mailed you about a 
doctor's appointment but failed to complete a leave 
request through BEACON. Your approval of the leave in 
the time sheet approval process is the critical step that 
affects the time records rather than the leave request and 
approval function in BEACON. 
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Knowledge Check Lesson 2           

 

True or False

After you approve a leave request, you need to inform your
employee, by phone or in person, that it was approved.

 True

 False

Submit    Reset

 Using your mouse, select the correct answer, then click the Submit button.

 



 

Approving Leave Requests     Lesson 4            

You have completed the Approving Leave Requests
lesson.��

You should now be able to:

Approve employee leave requests using MSS 

Click Next to go to Lesson 5, Approving Time Sheets

 



Lesson 5: Approving Time Sheets     
 
Upon completion of the Approving Time Sheets 
lesson, you should be able to: 

Approve your employees' time sheets using 
MSS  
Access Time related reports to monitor and 
manage employee time approvals, errors, 
pending, and missing time sheets. 
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Approving Time Sheets Lesson 5            

When your employees enter their time in ESS,
the time sheet data is held, pending your 
approval. To approve the time sheets, go to
Detailed Navigation and select Approve Time 
Sheet Data.

NOTE: Unlike leave requests, time sheets do not display
in your Universal Worklist. 

There is a Time Approver Entry Quick Reference Guide
that you can print.  It includes information on the
time approval process, transaction codes, 
Attendance/Absence Types and Minutes/Decimals 
Conversion for Time Entry. 

http://help.mybeacon.nc.gov/beaconhelp/Human_Resources/Time/Job_%20Aids/pdf_Time_Approver_082108.pdf


Approving Time Sheets Lesson 5            
  

You can choose to view your employees’ hours a variety of ways, including weekly, daily, and with or without charge objects as 
illustrated here.  

As you may remember from the introductory information in this course, Charge Objects refer to project or funding identifiers that are 
used by some work units to track hours. If your employees use charge objects, select those views if appropriate, but we will use the 
more common Without Charge Objects examples in this lesson. 
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Approving Time Sheets Lesson 5            
If your screen defaults to the 
Daily View as shown here, 
you will probably find it much 
easier to change the view to 
Weekly to get started.  

Even with only three 
employees and four days 
displayed, it is difficult to see 
the overall workweek totals 
for the employees. Later, if 
you want to view an 
employee's daily hours, you 
will have that option. 

To change to another view, 
click the arrow next to your 
current view and select your 
view, such as Weekly - 
Without Charge Objects, as 
shown here.  
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Approving Time Sheets Lesson 5            
Let's compare your other choice, Weekly View - Simple, to Weekly View - Without Charge Objects:  

  
As you can see, the Weekly View - Without Charge Objects has two extra columns, displaying each employee's weekly total hours 
by A/A Types rather than just total hours. We'll look at how Gayle's hours are displayed in each view next to focus on this difference.  
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Approving Time Sheets Lesson 5            
 

  
On the Weekly View - Without Charge Objects screen, you can see how Gayle's 41 recorded hours came from 8 hours of A/A 
Type 9200, Sick Leave and 33 hours of 9500, Time Worked. Susan, another employee, has also recorded excess hours, but her 
total hours were recorded under 9500, Time Worked. Before discussing how to handle Gayle's and Susan's reported excess hours, 
let's review all of the basic components of this screen in more detail. 
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Approving Time Sheets Lesson 5            
 
The Collective Approval page in the Weekly View - Without Charge Objects displays all unapproved time your employees have 
submitted. It lists employee name, dates, hours worked and leave taken, and target hours.  
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Approving Time Sheets Lesson 5            
 
The Target Time reflects the normal hours the employee works according to his or her work schedule.  

One employee worked his planned 40 hours 
 

Two employees worked more than their target hours, resulting in warning messages  
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Approving Time Sheets Lesson 5            
 
You Approve or Reject the employee’s submitted time by selecting the down arrows in the Approval column.  

You can simply leave a row as Approve All if you want to approve all of the employee’s hours for the week.  

 

NOTE: You may approve time sheets with leave 
recorded even if your employee did not use the leave 
request function in BEACON to get prior approval. For 
example, your employee may have told you or e-mailed 
you about a doctor's appointment but failed to complete 
a leave request through BEACON. Your approval of the 
leave in this time sheet approval process is the critical 
step that affects the time records rather than the leave 
request and approval function in BEACON. 
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Approving Time Sheets Lesson 5            

There are three options for approval:

Approve All
Reject All
Resubmit All

 

Rollover each option in the 
drop-down menu to learn more.

 



Approving Time Sheets Lesson 5            
In this example, the manager is 
selecting Approve All for every 
employee. The manager is approving 
Brett's normal 40 hour week. She is 
also approving Susan's excess hours 
since they had previously discussed 
these extra hours. 

Using the Weekly View Without Charge 
Objects, the manager verified that 
Gayle had taken sick leave one day 
and knew that she had stayed late to 
work one other day that week. So, the 
manager also approves Gayle's hours.  

When Time Evaluation runs overnight 
in the system after manager approval, 1 
hour will be returned to Gayle's Sick 
Leave balance and no Comp Time 
accrual or payment for extra hours will 
occur. 

 

Note: This screen has been spliced to display only the sections needed for this example. 
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Approving Time Sheets Lesson 5            
 
After indicating your approval or rejection of the hours, click Review. 

 

Note: This screen has been spliced to display only the sections needed for this example. 
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Approving Time Sheets Lesson 5            
 
The Review and Save page displays.  

The information is divided into Rejected and 
Approved time.  

Even though the text on this large image is too 
small to read in detail, you can probably see that 
the daily hours are listed for each employee on 
each row. This will give you a thorough view of all 
approvals and rejections. 

Since the last example had only approvals, this 
screen displays a larger example with five different 
employees. In this situation the manager rejected 
the time sheet of one employee who had recorded 
extra hours on a day that he was not scheduled to 
work. The manager thought that the other 
employee may have forgotten to record sick leave 
for a day that she was out. So, in this example, the 
manager approved three employees' time 
sheets and rejected two. 
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Approving Time Sheets Lesson 5            

Review the data and press Save at the bottom of 
the page. 



 

Approving Time Sheets Lesson 5            

The Completed page displays with a confirmation 
message indicating your data was saved. 

Your employees will see the status of their time 
sheet data the next time they log in to ESS and go 
to the Record Working Time service. 

NOTE: You should also contact the employee to resolve 
any time submission issues.



 

Time Related Reports Lesson 5            

You may find the following reports useful in monitoring your employees' time sheet 
submissions, approvals, and statistics or trends.

Working Time Report:
Monitor all working times entered into ESS by your direct report employees
Identify time that has been saved, but not yet submitted for approval
Identify rejected times that need to be corrected/resubmitted by the employee
Reconcile previously approved times
Monitor by Attendance or Absence type such as sick time

Time Leveling Report to identify employees with the following:
Missing time
Hours less than their target hours
Hours more than their target hours

This screen illustrates the menu path to access these reports. To start, let's say that you
clicked on the Working Time Report on the menu.

Note: Each report opens in a second window so you can resize it, move it, or click back and 
forth easily from the report to your other open screen. 

Click Next to continue.



 

Working Time Report Lesson 5            

After selecting the Working Times Report from the menu, this Selection screen displays. Here you can select some parameters to 
specify the type of data you want and the time span of the report. It defaults to:

The current work week in the From 
and To dates
All options checked

In process
Released for approval 
Approved
Approval rejected
Changed after approval
Canceled

Attendance/Absence Type defaults to 
ALL but you may select other options.

If this is exactly what you want in the report, you may leave all of the default choices selected and then click the Select All button to 
include information on all of your employees. You may also click on individual employees by holding the CTRL key as you select 
each one.

Click the Execute button now to see this report showing all default selections and all employees.



 

Time Related Reports Lesson 5            

This is an excerpt of the Working 
Times Report screen, showing 
three employees' information.

The column headers on the left 
side of the screen are 
self-explanatory. 

Note the following descriptions for 
the other columns:

Short Text - first 40
characters of any notes
entered by the employee
Charge Object, Activity, 
Element, Sub-element - all 
related to employees who 
record their time with 
Charge Objects, generally 
those paid through special 
funds, grants, or programs

Click Next to learn about the other report: Time Leveling Report.



 

Time Related Reports Lesson 5            

You will follow the same path illustrated here that you used for the Working Time report to
get to the Time Leveling Report.

Remember, the Time Leveling Report identifies employees with the following:

Missing time
Hours less than their target hours
Hours more than their target hours

To start, let's say that you have clicked on the Time Leveling Report on the menu.

Click Next to see the first screen.



Time Related Reports Lesson 5            
The Time Leveling Report Selection screen displays. 
Here you can select some parameters to specify the 
type of data you want and the time span of the 
report.  
It defaults to:  

The current work week 
 

Sunday in the First Day of the Week field  

Work Week Dates: Select another work week by 
typing different From and To dates or using the 
calendar. 

First Day of Week: If your employees report time 
based on a different schedule such as Saturday 
through Friday, select a start day from the drop-down 
box. 

Employee Selection: You may click on the Select All 
button to run the report for all of your employees. Or to 
run the report on select employees, hold the CTRL 
key as you click each employee's name. 

Execute: Click on the Execute button to run the 
report.  

  

 

  

Click Next to see how the report displays. 
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Time Related Reports Lesson 5            

This Time Leveling Report excerpt displays four 
employees' data. Note the following colors and numeric 
formats in the Variance column:

GREEN - no variance from target hours
YELLOW - any variance, more than or less than 
target hours

Minus sign for below target
Whole number for exceeds target

RED - missing time with 0 recorded hours

In this example, all four of these employees had 40-hour 
target weeks with the following Variants results:

Rhonda recorded less than 40 hours
Connie recorded her expected 40 hours
Cassie recorded more than 40 hours
Wanda failed to record any hours for the week

NOTE: Click the Excel Export option highlighted on this
screen to save the report to your own computer.

Click NEXT to continue.



 

Approving Time Sheets Lesson 5            

You have completed the Approving TIme Sheets
lesson.

You should now be able to:

Approve employee time sheets using MSS
Access Time related reports to monitor and 
manage employee time approvals, errors, 
pending, and missing time sheets.

Click on Lesson 6, Creating Shift Substitutions
to continue, if you supervise shift employees.

If not, click Next to continue.



 

Lesson 6: Creating Shift Substitutions     

Upon completion of the Creating Shift 
Substitutions lesson, you should be able to:

Create a substitution record in SAP to allow 
one employee to substitute for another on a 
different shift and receive the correct pay 
rate such as shift premium pay
Maintain and update the substitution record 
as necessary



 

Creating Shift Substitutions Lesson 6            

When one employee works a higher-paid shift for another employee, the substitute
employee is paid at the same shift rate as the regularly assigned employee for all hours 
worked in that 24-hour period. This substitution procedure also applies to assigning an 
employee to a higher paid shift for a long term period of several months, for example, or 
temporarily to a position that is vacant.

Note: These substitutions have an end date. For permanent changes to an employee's shift, 
contact your HR office so that they can make a permanent change to the employee's record. 

To assure that the substitute employee is paid correctly, the employee's line supervisor
must create a substitution record that assigns the higher pay rate to the substitute employee
temporarily. Before getting started, you must know the regular employee's work 
schedule to select the proper work schedule code for the shift dates you need to fill. You will
see a Job Aid later in the lesson for help with selecting the correct code.

To create a substitution record for an employee, you would start by using the path illustrated 
on this screen. Within MSS, select:

My Team
Employee Working Times
Maintain Substitutions

Click on the highlighted Maintain 
Substitutions selection above to get to 
the screen.



 

Creating New Shift Substitutions Lesson 6            

The Maintain Substitutions screen displays a list of all of your Direct Report employees. You would then select the employee who 
will be substituting for another employee's shift on one or more days and then click the New Button. 

For this example, Barbara Thomas, 
who usually works part-time on the 
day-shift Mondays and Wednesdays 
only, will switch to the night shift for 
the summer beginning May 13th. She 
will also work a night shift in addition
to her regular part-time day on 
Monday, May 5th for another 
employee. 

She will work Cathy Kelly's night shifts 
on Tuesdays, Thursdays, Saturdays, 
and Sundays for most of the summer 
beginning May 13th and fill in for Julie 
Saunders' Monday night shift on May 
5th.

You have selected Barbara Thomas on the screen, so click the New button now to see how the right section of the screen changes.



 

Create New Substitution Lesson 6            

The lower portion of the screen displays with dates and work
schedule fields to complete. You will choose one of the following:

Daily Work Schedule for one-day substitutions, including 
multiple days in a row or at intervals over a number of weeks
Work Schedule Rule for long term continuous substitutions, 
such as four or more weeks in a row

In this example since we are working on setting up the long-term 
substitution first, let's say that you have completed the To and 
From date fields for May 13th to July 31st, the summer weeks that 
Barbara will work the night shift for Cathy Kelly. You have also 
selected the correct code for Cathy's work schedule from the 
drop-down list in Work Schedule Rule. 

NOTE: In the Work Schedule Rule From date field, when changing
an employee's work schedule for a business need, use the first date
that the employee will begin the substitution regardless of where this
date falls in the work week or pay period. If the change is due to an 
employee request instead, e.g., changing shifts over the summer
months to accommodate child care needs, make the change 
effective the first day of the next pay period.

 

Click Save Substitution now.



 

Create New Substitution Lesson 6            

 

Job Aid:

For assistance with selecting the correct weekly work schedule codes for the employee who needs coverage, you can click on the 
Help link at the top right of the screen and then select HR folder, Time, and then click on the Work_Schedule_JobAid. The Job Aid 
excerpt below shows where you would find the code and the schedule for Cathy Kelly in our example.

Click Next to continue.

http://help.mybeacon.nc.gov/beaconhelpdev/Human_Resources/Time/Job_%20Aids/ex_Work_Schedule_JobAid.xls


 

Creating Shift Substitutions Lesson 6            

After clicking on Save 
Substitution for May 
13th to July 31st, the 
substitution data and the 
message "Your changes 
have been saved" are 
now displayed. 

To set Barbara up to 
substitute for Julie's
Monday night shift on 
May 5th, you have
clicked on New again 
and completed the From 
and To fields for May 
5th. Notice that you 
selected the code for 
Julie's Daily Work 
Schedule (night shift, 8 
hours) rather than the 
Work Schedule Rule 
since this substitution 
record is for only one 
day.

Click on Save Substitution to continue.



 

Creating Shift Substitutions Lesson 6            

Once again, note the message, "Your changes have been saved" at the bottom of the screen. The two substitutions now appear on 
the screen for the May 13th through July 31st shifts as well as the May 5th shift. Remember, Barbara's pay will revert back to the
day-shift rate after July 31st unless you go back in to the Maintain Substitutions screen to make the adjustment.

Click Next to continue.



 

Create New Substitution Lesson 6           

IMPORTANT NOTES:

For most substitutions, you will use the Daily Work Schedule 
option rather than the Work Schedule Rule.

For long-term substitutions, the Work Schedule Rule
selected determines the substitute employee's pay rate for all 
hours worked in each 24-hour period within the From and To 
dates.

For example, if one of your employees will be substituting for 
another employee on the night shift or weekend days at a higher 
pay rate for two weeks in a row on Wednesdays, Fridays, and 
Saturdays, you would create six separate daily substitution 
records since this is not a long-term continuous substitution.

In our previous example, if Barbara works her regular part-time hours during the day on Monday, May 5th, and comes back to work
the night-shift that Monday night, she will be paid at the higher rate for all hours on Monday, May 5th. This extra pay is correct for 
Monday, but you should make sure that the substitution dates do not span any other days when the substitute employee is 
not scheduled to work the extra higher-paid shift. In this example, we made sure that the begin and end date for the one-day 
substitution was May 5th so Barbara will get paid her regular daily part-time rate for Wed., May 7th and Monday, May 12th, her last 
two days on day shift for the summer. We created a separate substitution with the begin date of May 13th for her long-term summer 
switch to night shift. 

Click Next to continue.



 

Creating Shift Substitutions Lesson 6            

Notice the three options at the bottom of the 
Employee Substitutions area of the screen: 

Edit
Delete
New 

In this example, we clicked on Edit which allows 
you to make changes to the Work Schedule 
options in the new Edit Selected Substitutions
section. Note also that the dates are grayed-out in 
the edit section. To change dates, you must use 
the Delete button instead and after completing the 
deletion process, select New to create a new 
record.

You must also use the Delete button to cancel any 
future payments at the higher rate if the 
employee will not be working a shift as originally 
planned. If you find out after the scheduled 
substitution date that the employee did not work 
the shift, use Delete to delete the record, but you 
may have to deal with an overpayment if the 
incorrect payment was processed.

Click Next to continue.



BEACON Web-Based Training

http://www.beacon.nc.gov/training/wbt/course/ms200/lessons/ss/ss008.html

 

Knowledge Check Lesson 6             

 Using your mouse, select the correct answer for each question, then click the Submit button.

 

Create a substitution record on an employee who will be 
missing a shift so that others may substitute. 

 True
 False

Submit

An employee who substitutes on a higher paid shift 
as well as working a regular shift in the same 24-hour 
period is paid at the higher pay rate for both shifts.

 True
 False

Submit

In creating a substitution record, you should use the Work 
Schedule Rule to span a week if an employee is working 
his regular shift on Tuesday and Thursday and 
substituting on Monday, Wednesday and Friday.

 True
 False

Submit

If you need to change the dates on a substitution, use 
the Edit button to make the change.

 True
 False

Submit

obauman
Rectangle

obauman
Text Box
True
False

obauman
Text Box
True
False

obauman
Text Box
True
False

obauman
Text Box
True
False



 

Creating Shift Substitutions Lesson 6            

You have completed the Creating Shift 
Substitutions lesson.

You should now be able to:

Create a substitution record in SAP to allow 
one employee to substitute for another on a 
different shift and receive the correct pay rate 
such as shift premium pay
Maintain and update the substitution record 
as necessary

Click Next to continue.



 

Course Summary     

You have completed the Manager Self Service course.

You should have learned to:

Log on and navigate Manager Self Service (MSS)
View employee information
View the Reminder of Dates service
Find help working with MSS 

If you are a manager who approves leave time and time sheets or 
supervises shift employees, you should be able to:

Review and approve leave requests 
Review and approve time sheets 
Create and maintain shift substitutions

 

 



 

Simulations  

Use these simulations to practice using MSS to approve hours and leave requests for 
your team.

Click a link below to launch the simulation in a new window. When you have finished the 
simulation, close its browser window to return to this screen.

Note: The Resite Simulation Player is required to view the supplemental simulations. If 
you cannot view the simulations, you can download the player directly by clicking the link 
below. You may need assistance from your IT support group to install the file.

Resite Simulation Player

Approve My Team's Hours
The Approve Working Times service is located in the 'My Team' Workset in MSS. At the
end of the period, employees will need to submit their time for approval. Managers are 
unable to approve any time until the employee submits it.

Approve My Team's Leave Requests
When an employee submits a Leave Request from ESS, a notification is triggered and
sent to the manager. The manager must process (approve or reject) the leave request. 
Tracking team absences will assist the manager with staffing and planning.

 

http://www.beacon.nc.gov/training/wbt/SimulationPlayer.msi
http://help.mybeacon.nc.gov/beaconhelp/ESS%20and%20MSS/sim_mss-myteam_approvingworkingtimes.htm#TopOfPage
http://help.mybeacon.nc.gov/beaconhelp/ESS%20and%20MSS/sim_mss-myworktime_leaverequest.htm#TopOfPage


 

Congratulations!

You have completed the Manager Self Service Course.



  

  

  

  

  

  

  

  

  

  

After completing the course, you may use this menu to go directly to any topics you would like to review. To return to this menu, click the REVIEW button at the 
bottom of any course screen. If you have not yet completed the full course, click the BACK button below to return to the course.  

Note: Set your Screen Resolution to 1024 X 768 and use Full Screen View. [Instructions]
Lesson 1: MSS Overview

 Line Supervisor Designation  Logging In  Universal Worklist  Reminder of Dates

Lesson 2: My Team

 

 Getting Started  Employee Information

 Team Calendar 

Lesson 3: Finding Help
 Resources 

Lesson 4: Approving Leave Requests 

 Checking Universal Worklist  Checking Requests Through Menu

 Approving a Leave Request  Rejecting a Leave Request

Lesson 5: Approving Time Sheets
 Getting Started and Link to Guide  Collective Approval  Approve, Reject, Resubmit Options  Example

 Reviewing and Saving  Employee Notification  Time Related Reports Introduction  Working Time Report

 Time Leveling Report 

Lesson 6: Creating Shift Substitutions
 Basic Rules and Accessing Screen  Substitution Examples  Work Schedule Job Aid  Important Notes
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